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t APPLICATION FOR RECORDS RETENTION SCHEDULE' 

I 

! 
~ GEORGIC\ DEPARTMENT OF HUM+, RE,SOURCES 

OFFICE OF ADMiNIS1RAW.E SERVICE$ 
RECORDS MANAGEMENT UNIT 

-. 
I. Remrdr Series Description This file mntain; the following documents find& form numbers md rirks, if any): Attach rsmpler of the flle. 

. m o f s n i  

ulii L.OR 

Documents relating to: 

6. Rowrds SIller Tick /W&u.ed by tltb uVd In O f f h ;  n d-t) 

see attached l i s t i n g  

Included are: 

The file is arranged : 

- 
B. Monthly Refnena Rsfa How ofun M records refem0 to which am. 

Ow to dx months old ; 9 H n  to twalva months old ; Thirossn to Cwsnty4our months old 

hunty-fivr months end 0% 7 

8. Annul Rns  of h m u l s f l o n  01 Reamia 

lmwr-um d- ; La@Jzaddnwas ; Sh.lrn ; Other ISucify) 

._ 



. 

*$' . L .  

7 
c --I 

M "X" In the propor rlumn) 
e a. Is t h i s  th. officbl copy of the rrlrs? . 

If not, rvhM b It? 

. .  . .  

I I j. c k u  th. mead arbs nwh in a ampurn ~ i m o u t ?  

1. Rmntlon R q u h m n o  Th. foidlowinp muins thr nrh m b. kept: 

d. Auditpubd V W .  
a. Adminimnlw md yun.  

1. Fdsralmrntionlnmuctbru m 

A M  cow or excerpt of (nm or ngulitionr. ExpWn adminiUrathm n d .  

M instructions .ppb to a11 prior and futun ucumulatians of the wries. 

, r  Elizabeth W. Crank, CRM 



__I-. I- ..-- I -.1_1 

_ +  Records Retent ion Schedule 
c 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 

FINANCIAL MANAGEMENT 
f OFFICE OF THE COMMISSIONER 

I 
om- ot AM- 
h t r r t  Audlu Srt lon 

-- i 

APPl.  
No. Deecrip t i on  

74-395-A FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- 
l a t i n g  t o  aud i t ing  State- 
a l l o c a t e d  funds expended by 
Family .and Children Services 
County Food Stamp Programs. 
Included, bu t  n o t  l imi ted  to ,  
are: Statement of Revenue Ex- 
penses, and Budget comparison; 
Analysis of S t a t e  and Federal  
Receipts ;  Schedules of Ac- 
counts Receivable, Encumbrances, 
Prepaid Expenses, Equipment Pur- 
chases,  Accounts Payable; au- 
d i t o r ' s  transmittal le t ter  sum- 
marizing a u d i t  r e s u l t s ,  revenue 
and expendi ture  statement,  state- 
ment of admin i s t r a t ive  expenses, 
a d j u s t i n g  entries, bank r econc i l i -  
a t i o n s ;  and supporting papers. 
The f i l e  is arranged chronologi- 
c a l l y  by f i s c a l  year; thereunder,  
a l p h a b e t i c a l l y  by county; there- 
under, by DHR Division'; there- 
under, by program. ' ' 

- Dispos i t ion  

74-398-A COUNTY HEALTH DEPARTMENT, HEALTH 
DISTRICT, AND MENTAL HEALTH 

uments r e l a t i n g  t o  aud i t ing  S t a t e -  
a l l o c a t e d  funds expended by County 
Health Departments, Health 
D i s t r i c t s ,  and Mental Health 
Catchment areas. Included, bu t  

CATCHMENT AREA REPORT FILES - DOC- 

- 

11-E.5.A-1 

Cut o f f  f i l e  as follows: 

Off ice of Audits 
(Record Copy) 

Upon determinat ion that a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  p e r t i -  
nent  papers f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  i n a c t i v e  f i l e ;  
c u t  off inact ive f i l e  a t  end 
of each f i s c a l  year ;  hold 
i n  cu r ren t  f i l e s  area 2 
years;  t r a n s f e r  t o  S t a t e  
Records Center; hold 3 
years ;  then t r a n s f e r  t o  
S ta te  Archives. 

DHR Off ice/  Div is ions /  
Sec t ions /  Uni t s  

(Reference Copy of Audit)  

Upon determinat ion that a l l  
a u d i t  ques t ions  have been 
resolved,  p lace  a l l  r e fe rence  
papers  f o r  a u d i t  i n  t h e  in- 
active f i l e ;  c u t  o f f  inac- 
t ive f i l e  a t  end of each 
f i sca l  year;  hold 2 years ;  
then des t roy .  

Earlier d e s t r u c t i o n  of a u d i t  
r e f e rence  papers  i n  author- 
ized .  

APPROVED: 3/19/80 

Cut o f f  f i l e  as fol lows:  

Off ice  of Audits 
(Record Copy) 

Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  p e r t i -  
nent  papers  f o r  a pa r t i cu -  

- 



, XecOr,ds Retention Sch'edule 

GEORGIA DEPARTMENT OF HU" RESOURCES 
I OFFICE OF AUDITS 

. I .  * 
Contract Audit Section 

&PI.  . No. Description 

74-395-A FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- 
l a t i n g  t o  audi t ing State- 
a l located funds expended by 
Family and Children Services 
County Food Stamp Programs. 
Included, but  n o t  l imited to,  
are: Statement of Revenue Ex- 
penses, and Budget comparison; 
Analysis of S t a t e  and Federal 
Receipts; Schedules of Ac- 
counts Receivable, Encumbrances, 
Prepaid Expenses, Equipment Pur- 
chases, Accounts Payable; au- 
d i t o r ' s  t r ansmi t t a l  letter sum- 
marizing aud i t  r e s u l t s ,  revenue 
and expenditure statement, state- 
ment of adminis t ra t ive expenses, 
adjust ing entries, bank reconaili-  
at ions;  and supporting papers. 
The f i l e  is  arranged chronologi- 
c a l l y  by fiscal year; thereunder, 
a lphabet ical ly  by county; there- 
under, by DHR Division; there- 
under, by program. 

74-398-A . CWNTY HEALTH DEPARTMENT, HEALTH 
DISTRICT, AND MENTAL HEALTH 
CATCHM!ZNT AREA REPORT FILES - Doc- 
uments r e l a t i n g  t o  auditing State- 
a l located funds expended by County 
Eealth Departments, Health 
Districts, and Mental Health 
Catchment areas. Included, but 

1114-1 

Disposition 

Cut off f i l e  a s  follows: 

Office of Audits 
(Record Copy) 

Upon determination tha t  a l l  
audi t  questions have been 
resolved, place a l l  pe r t i -  
nent papers f o r  a par t icu lar  
audi t  i n  the inact ive f i l e ;  

' cu t  off inac t ive  f i l e  a t  end 
of each f i s c a l  year; hold 
i n  current  f i l e s  area 2 
years; t ransfer  t o  S ta te  
Recprds Center; hold 3 
Y & ~ G  then-- t ransfer  t o  

S t a t e  Archives. 
DHR Office/ Divisions1 
Sections1 Units 

(Reference Copy of Audit) 
Upon determination t h a t  a l l  
aud i t  questions have been 
resolved, place a l l  reference 
papers f o r  audi t  i n  the  in- 
ac t ive  f i l e ;  cu t  off inac- 
tive f i l e  a t  end of each 
f i s c a l  year; hold 2 years; 
then destroy. 

Earlier destruct ion of audi t  
reference papers i n  author- 
ized. 

APPROVED: 7/5/79 

Cut off f i l e  as follows: 

Office of Audits 
(Record Copy) 

Upon determination tha t  a l l  
aud i t  questions have been 
resolved, place a l l  per t i -  
nent papers f o r  a particu- 



GEORGIA DEPARlMENT OF HUMAN RESOURCES 
OFFICE OF AUDITS 

I 
Contract Audit Section -. 

APPl.  
No. Description 

74-398-A not  l imited to ,  are: Statement 
(cont.) of Revenue, Expenses, and Budget 

Comparison; Analysis of S t a t e  
and County Receipts; Schedules 
of Accounts Receivable, Encum- 
brances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable;. audi tor ’s  t ransmi t ta l  
letter summarizing aud i t  r e su l t s ,  
rwenue  and expenditure statement, 
adjust ing en t r i e s ,  bank reconcil- 
i a t ions ;  and supporting papers. 
The f i l e  is arranged chronologi- 
ca l ly  by f iscal  year; thereun- 
der, a lphabet ica l ly  by county; 
thereunder, by District; there- 
under, by Catchment area. 

._ 

-7%-3>9-A CONTRACT AUDIT REPORT FILES 
(Titles 111, IV-A, IV-D, V, VI, 
VII, WI, XX) - Documents re- 
lating t o  audi t ing  cont rac t  pro- 
grams which may include day care 
centers, mental re ta rda t ion  cen- 
ters, chi ld  support recovery pro- 
grams, aging progr&s.,and any / 
other  pa t ien t -c l ien t  related,/’ 

Tenders funded through Tit>& 

XVI, and XX. Included, but not 
l imi ted  to,  are: Sdtement  of 
Revenue, Expenses,’and Budget 
Comparison; Analysis of S ta te  
and Federal Receipts; Schedules 
of Accounts Receivable, Encum- 
brances, Prepaid Expenses. Equip- 

111. IV-A, IV-D, V, V I ,  V f I ,  

./Purchases, Account s Payable; 
t r ansmi t t a l  le t ter  

urnmarlzing aud i t  r e su l t s ,  reve- 

1114-2 

Disposition 

l a r  audi t  i n  the  inact ive 
f i l e ;  cu t  off inac t ive  f i l e  
a t  end of each f i s c a l  year; 
hold i n  current  f i l e s  area 
2 years;  t ransfer  t o  S ta te  
Records Center; hold 3 
years; then =&stmw t ransfer  t o  

S ta te  Archives. 
DHR Officesf Divisions/ 
Sections/ Units 

(Reference Copy of Audit) 

Upon determination t h a t  a l l  
audi t  questions have been 
resolved, place a l l  reference 
papers f o r  audi t  i n  the  in- 
active f i l e ;  cu t  off inac- 
tive a t  end of each f i s c a l  
year; hold 2 years; then 
destroy. 

Earlier destruction of audi t  
reference papers is author- 
ized. 

APPrnED: 7/5/79. ‘ 

Cut off f i l e  a; follows: 

Off ice of Audits. 
(Record Copy) 

Upon determination tha t  a l l  
aud i t  questions.have been 
resolved, place a l l  per t i -  
nent  papers f o r  a par t icu lar  
a u d i t  i n  the  inac t ive  f i l e ;  
c u t  off inactbe f i l e  a t  end 
of each fiscal year; 
current  f i l e s  area 2 years; 

Center; hold 3 years; then 
destroy. 

hold i n  

‘ t t a n s f e r  t o  S t a t e  Records 

DHR Off ices/ Divisions/ 
Sections1 Units 

(Reference Copy of Audi t )  

Upon determination tha t  a l l  



For instructions on completing thjs form contact DHR Records Management Unit. 47 Trinity ,Avenue, Atlanta. G,eorgis 

. ~ ~ 

a r l ien L.nn 
1968 , I  t o  present  

30334. Phone - (404) 656-4976 'GIST: 221-4983 

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 
polet ion Oat. Off i c e  of the Commissioner 

r e t e n t i o n  period 
* .DHR State-wide app l i ca t ion  .see at tached l i s t i n g  

- . . .  . . '  .. . 

- ; ARCHIVES AND HISTORY 
I 

Application Number 

Office of Audits 

A,tlanta, Georgia 30306 

71.1 - 396- 
1256 Br ia rc l i f f  Road, N. E. ' Date Receiwd Date Completed 

Penon to Contact 

' Actio?Requerted* .(XI Rescind A 1. No. 301 (x) Transfer t o  Dept of Medical Assistance 74-396 

mLie4c.anges - 1 - 77-401 in 

wording and to -  lengtl 

a. 0 Enablish Rabntion Schedule: record w PP. I continua to aCCUmuIaIl). 
b. 0 c is pas of presnt amtmuls ; no fu&er - 
L aAmend Applicetion NO. 5 schedules Check One: 

~ S t e s  of SerieL I 6. Raands Series Title (followed by title used in offin; if diffsnntl 

I . :~ ... - . .. . -_ .. .. .. . . 
The Department of Human Resources, .through the leadersh ip  of t h e  Commissioner, is responsible f o r  p i in-  
ning, organizing, d i r ec t ing ,  coordinating, and con t ro i l i ng  the  delivery of services t o  r e s iden t s  of ' 

:Georgia. Included are: diagnosis and treatment of mental d i sorders ;  cont ro l  of physical  h e a l t h  pro- 
g r m s ;  adminis t ra t ion  of public ass i s tance  programs; Federal  Food Programs; administration of pro- 
grams vhich enable the  non-productive members of soc ie ty  (blind. physically and mentally handicapped) 
t o  function as productive members of sgc ie ty ;  eva lua t ion  , 
of programs of the Department, and suggesting improvements in t hese  programs; and support se rv ices .  ;. 

The Off ice  of A u d i t s  has the  r e spons ib i l i t y  t o  determine whether a l l  funds due the  Department are prop-' 
e r l y  accounted f o r  and a r e  expended according t o  the  requirements of the law and pol ic ies ,  procedures 
and r egu la t ions  appl icable  thereto. 

-, 

adminis t ra t ion  of programs for the  e lder ly ;  

Also, t o  he lp  Managenent improve the  efficiency. economy, and ef- 
. .  f&tiysz!es~of- operations by identifying vhere improvements are .needed. . _  

-I_- I - . Records Series Dacription T h i s  file contains the following documents linclude form numbers and tiller, if m y ) :  Attach sampler of the file. 

Docvmeots relating to: 

see attached l i s t i n g  
Included are: 

I- 

. .  The file is arranged : 

., ....,-\.. ' . \ r  * . 8,. , i 
I__ __I____ __ -. 

L. Monthly Reference Rate How often are records referred 10 which are: 
One to six months old : SsMn m tbwlve months old : Thirtesn to  twenty-four months old 

twenty-fiw mn th r  and older -- 7 
I - _I_-- - 

1. Annual Ram of Acamulscion or Records 

Form 4998 (7-78) ( O W )  



t'ES 

X 

X 

~ . , 
-,-1_ . - .~ 

NO 10. Qwnionnaira (PI- M "X"in t h e  prepbr mlumni - 
J . .  r . -  . ~( - L I s  thlr the officml cow of the series? 

If not, where b It? 
I : ,  

3 ,  

% 
'Uil---. 

b. Doas the win contain wnV&ntial intornmian requiring =cur* handling? If p r .  tito law OT regulnubn. 

c.. I s  thls a vltel record? 
d. Cow this sorbs haw hlnoricsl or Ion# mrm remar& wlw? 
a. When OM or Nu0 documents in the file nuke h newnew to k e e ~  the entln file for low Dpr.&.'muld theta documenu' 

I -- DHR Procedure.IV-H - Administrative Procedures Manual , 
X 

x --- - 

.. 

11. Retantion R.qulramenu The following raqulras the wlas to b kept: 

f 

& .. st0tWL.W yean. 
b. Swum of llmlmrlon - wan. 
c F.d.relhw years. 

-. , - X ba -led tsparmly? 

. - 2 ~ ~~ - ' x 1. f~the~lnformatlon mntained in this m i a s  w r  published? If ye),&& Copy. 

0. 11th. information'mntalmd in this rries war analyzed and/or m d e d  In a tummsrizeb rrpo;? 

h. l a  them a duplkation of th is  e r i a  in your offiw, or in another offics or wnsy? 

I. Is thls series ,(or* mr/orponion o? /rl rrgularly micsofilmed? 

- 

-- X If yes, amch cow. 

-- X If yn. e - 7  
x 
X i. -1 thD ncord mini result in a mmouter orintout? 4. 

d. Avdltperbd - years. 
e. Admlnlmatiw need 5 years. 
f. Federal mnt ion  lnrrmctlons V- 

Anach mpv or exarpt  of Iw or rspulations. Explain dmininrative need. 

I_ --_ 
I2 Approwd Dirposltlon Instructions This sgency recummends that the file aeries b wt off at  the end of each: 

nCalender Year; OFi8cal Year; OOther *n. 

0 Hold in the wrrent files area 
0 Trander m Iwl holding area; hold - parls); then 
0 Trenrfer to Sun Rwordr Canter: hold 

0 Transfer to Stat4 Archimi for pormnent rotentian. 
0 Othar I$oscrtvl 

nwnthlsl ~ yeads); then 

__year($); then 
0 DORrOV 

Thsu Inqrunlons apply to all prior and future eccumul8tions of the aerier. 



Application t o  Am nd Records Retention Schedules 

Office of Audits - page 3 
f 

CONTRACT AUDIT SECTION -- 

TO AMEND 

Description 

74-395-Q FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- 
l a t i n g  t o  audi t ing State-allo- 
cated funds expended by Family 
and Children Services County 
Food Stamp Programs. Included, 
but  not  l imited to ,  are: 
Statement of Revenue Expenses, 
and Budget comparison; Analysis 
of S t a t e  and Federal Receipts; 
Schedules of Accounts Receivable, 
Encumbrances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; auditor’s t ransmi t ta l  
letter summarizing aud i t  re- 
s u l t s ,  revenue and expenditure 
statement, statement of admini- 
strative expenses, adjusting en- 
tries, bank reconci l ia t ions;  
and supporting papers. The f i l e  
is arranged chronologically by 
f i s c a l  year; thereunder, alpha- 
b e t i c a l l y  by county; thereunder, 
by DHR Division; thereunder, by 
program. 

74-398 COUNTY HEALTH DEPARTMENT. 
DISTRICT, AND MENTAL HEALTH 
CATCHMENT AREA REPORT FILES - DOC- 
uments r e l a t i n g  t o  audi t ing State- 
al located funds expended by County 
Health Departments, Health D i s -  

DispositioE 

Cut of f  f i l e  as follows: 

Office of Audits 
(Record Copy) - 
Upon determination t h a t  a l l  
audi t  questions have been 
resolved, p lace  a l l  pe r t i -  
nent papers f o r  a par t i cu la r  
aud i t  i n  the inactive f i l e ;  
cu t  off i nac t ive  f i l e  a t  end 
of each f i s c a l  year; hold 
i n  current  f i l e s  area 2 
years; t r ans fe r  t o  State  
Records Center; hold 3 
years; then destroy. 

DHR Off ices/ Divisions/ 
Sections/ Units 

(Reference Cow of Audit) 

Upon determination t h a t  a l l  
aud i t  questions have been 
resolved, place a l l  reference 
papers f o r  aud i t  i n  the  in- 
ac t ive  f i l e ;  cu t  off inac- 
t i v e  f i l e  a t  end of each 
f i s c a l  year;  hold 2 years; 
then destroy. 

Earlier destruct ion of aud i t  
reference papers 2s authorized. 

Cut Off f i l e  as follows: 

Office of Audits 
(Record Copy) 

Upon determination that a l l  
aud i t  questions have been 



t. - 
1 -  Z353-1g 

PAGE OWICI 01 IICIITIIT O? I T A T I  . i STATE' 

8 1  OF A p p l i c a t i o n  for D I ? A l Y I I I I T  O? AICIIVIO L Il8TOIl 

R E C O R D S  D I S P O S I T I O N  STANDARD incOlDa urn.owrs1 DI.IIIOI GEMIGIA 

ernal Audit Unit __- 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Dates of Series 
- 

'.What is the function of the office in which this record series is created? 

The Office of Evaluation and Research provides the Managewnt Team with personnel who 
can objectively evaluate and analyze the effectiveness of the Department's programs. 

The Internal Audit Unit has the responsibility t o  determine whether all funds due the 
Department are properly accounted for and are expended according to the requirements of 
the law and the policies, procedures and regulations applicable thereto. Also, to help 
Management improve the efficiency, economy and effectiveness of operations by identifying 
where improvements are needed. 

. ,~~~ i. r) 3.2::. $tb~- t, fE:*.:.-:.-,-: =.-.~' .~ . - - . =  

, .  

._ - 
1. This file contains the following documents' (include form numbers and titles, if W ,  

~ ~~ - 
~ 

. .~ 
~. 

and file arrangement). 

Documents relating to a u d i t i n g  
Services County Departments. 

.. . .  .~ 
. rtate-allocated funds expended by Family and ChirGen 

~~ . .. - .~ .~~ 
~~ 

- 
- ~ 

Included, 6u+ no't l i m i - t e d  to, are auditor'o transmittal letter summarizing audit results, 
revenue and expenditure statement, rtatement of administrative expenses, adjusting entries, 
bank reconciliations, and supporting documents and work papers. 

Files are arranged chronologically by <f isca.1 yedr; t h e r e u n d e r  al  p h a b d i g  I l y  by name  of I 

. .  
~~ ~ . .~ - C o u n t y .  : . , , ,  . ~ .  .a' . '  . l i r L - .  :. . . .  



-\ ~ 

D - .- ........................................................... -_ . __ QUESTIONNAIRE 

13. Is t h i s  t he  Record Copy of t h e  series? 

14. Is there  a duplication of t h i s  'series i n  another o f f i c e  o r  agency? 

15. Is the  information contained i n  t h i s  s e r i e s  ever s m a r i z e d  or published? 

16. Does the  s e r i e s  contain c l a s s i f i e d  informatioi  requiripg secur 

t 
, 

Attach copy of s m a r y  o r  publication. 

. .  . . .  ~ 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [XI  [ 1 

19. Is the  s e r i e s  ( o r  major portion of  it) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20.  Does the  record s e r i e s  provide data a s  input t o  an EDP f i l e ?  [ 1 [ X I  

~ ' I  [ '  3 '  [x 1 21. 

22. Has the  Federal Government issued ins t ruc t ions  goverqing the  retention/dispo- [ ] [ X I  

Does the  reco'ra series c6intain. aocumenta%ion produced as E I F p r i n t o u t ? ~  ~: ~: 

. . . .  z r 
. . . .  . . . . .  , .  . .. , " .~ . 

, .  ~ . ~ 

P ,. , si t ion-  of these f i . les?  .~ . , ,  .. . . - . -  ~ 

. .. ~ .. .~ r.... 

23. W i l l 1  ' theher̂ e be 2 n'eid f d r  these recb'rds 1 0 ,  1 5  years' from now? i f '  yes ,  what? ' .  [ - I  [ X I  

. . .  . . .  . .  . . . . .  
17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  .,and proced*es? ' ~[ -1 '-[XI 111 - < .  1; . . .  ._ - . -  .~ . . .  - 

/ /  

j j  

. . . .  - ~ ' . L  - 11 .. , . , :  . . . . . . .  ~. . .~ . .  , . .  - - -  
a. []STATE ~ b,.i]STAT$E OF cc  []AUDIT . -,: , d.C]FEDERAL - e.@AUMINISTRATI!JE-- -f,i]HLSTORICAL 

I - : : VALm: : F ' . . . .  
< <  

LAW LIMITATION PERIOD LAW DECISION :- 

,, ,, 
(Ci te  Law,  S t a t u t e ,  or other reason f o r  t.he r e t en t iov  rc.pirc?mcv~tl 

I 
Based on previous reference  experience,^ the   internal Auat-JnLt needs a fou' year retention. 

. ~~ - ~ -L-- 
_. 

25. AGENCY RECOMMENDATION$. This agency recommends tha t  the f i l e  s e r i e s  be cut off  a t  the end 
of each -[]CALENDAR YEAR -mFISCAL YEAR -[]OTHER 

[ X I  Hold i n  the  current f i l e s  area ' ', month(s)/ 2 y e a r ( s ) :  
1x3 Transfer t o  [XI Sta t e  Records Center [ ] Locd  Holding Area; hold 7 y e a r ( s ) :  
[ ~ ] : . ~ e s t r p y . - .  : ?  1:~~13. :..:r:: -.-?:,:~. .< >+-,c.:,: 'j ~ t . 7 ~ .  :- 32:>: 5 9  3: x,*::.?f?i . 35.-i.~..?3:. 

[ 3 Transfer t o  S ta t e  Archives fo r  permanent'retention. 
[ 3 Destroy immediately a f t e r  cut-off. 
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~ [ 3 Other: (Specify) ~ ' .  ' 
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( Indica te  b r i e f l y  ra t ionale  for  recornendations above/or wr i t e  addi t ional  remarks) : 


